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Everything you need to know
to use Gmall like a PRO.
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https://www.youtube.com/watch?v=0bIp03cQhhw
https://www.youtube.com/watch?v=0bIp03cQhhw

Select date and time
Schedule send
Gmail Tips #2

December 2021 22 Dec 2021

When you don't want to
send the emaill right now, TEEE
but on Monday for 20 2 @Y 2 2 5
example, all you need is to 2 83 A 2
schedule send.

Schedule send
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https://www.youtube.com/watch?v=EG4eCc3lo0I
https://www.youtube.com/watch?v=EG4eCc3lo0I
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https://www.youtube.com/watch?v=r9F15XuS2l0
https://www.youtube.com/watch?v=r9F15XuS2l0
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Edit information for laura@mailmeteor.com
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https://www.youtube.com/watch?v=B3GzwYSFn1w
https://www.youtube.com/watch?v=B3GzwYSFn1w

Archive emaills
Gmail Tips #6

To keep your inbox clean,
you should definitely
archive emails that you no
longer need.
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https://www.youtube.com/watch?v=xl3kIJ_2u_w
https://www.youtube.com/watch?v=xl3kIJ_2u_w

Subject line
Gmail Tips #7

The subject line is your

email’s title. The first thing
your recipients will look at.
Make sure to make it shine
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New answer_ Laura <> Archie Post seminar 2021

Laura Ancian (gmail.com)

New answer_ Laura <> Archie_ Post seminar 2021

On Tue, 16 Nov 2021 at 19:38, Laura Ancian <ancianmaya@gmail.com> wrote:
Sounds great. Please forward me your availabilities.

On Tue 16 Nov 2021 at 14:33, Archie Smith <laura mailmeleor@gmail. com> wrote:

------ Forwarded message --———--

From: Archie Smith <laura mailmeleor@oamail com>
Date: Tue, 16 Nov 2021 at 14:32

Subject: Laura <> Archie  Post seminar 2021

To: <laura@mailmeteor.com>

| hope you enjoyed this quick tutorial

Feel free to spread the word and tell others about this fantastic tool, so they can
also improve their email communication and save time sending emails with
Gmail

Best regards

Laura Ancian


https://www.youtube.com/watch?v=kCIbo2Rv85o
https://www.youtube.com/watch?v=kCIbo2Rv85o

Gmall's Labels
Gmail Tips #8

Keep your inbox tidy with
labels. A powerful feature

that surpass Outlook
folders.
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Drag Notifications
Grammarly

me

Tom Hunt

Jason BARNARD
Drag Notifications 4
Selecdo do Quora
Drag Notifications 3
Grammarly
Selecdo do Quora
Sarah at Bitly

Drag Notifications

P Your team want you to

Postpone Write like a pro. Here

Todo No more 2,000+ unread
Todo L How To Build &
Todo Top On Page Changes f
Postpone Jasmine has assign
Postpone Qual é a mensagem
Postpone Jasmine has assign
Todo LR What Exactly Is
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https://www.youtube.com/watch?v=tPks3deBG9o
https://www.youtube.com/watch?v=tPks3deBG9o
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- Name: Ecimond Hadey

Gmail Tips #9 Email address: [meteor.a com
% Treat as an allas. Leam more
Specify a different “reply-10° address (opsonal)

Send emails from another
emall address that you own

Cancel  Next Step »

with aliases. \
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https://www.youtube.com/watch?v=EtJbTMp88TU
https://www.youtube.com/watch?v=EtJbTMp88TU

Welcome to Mailmeteor Team!

Archie Smith (gmail.com)

110
Welcome to Mailmeteor Team!

Attach an emall
Gmail Tips #10

You can attach images, PDF
and more to your emails.

also attach another email? "

IWe
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https://www.youtube.com/watch?v=RxVgC8oox8U
https://www.youtube.com/watch?v=RxVgC8oox8U

M Gmail keyboard shortcuts

Turn on keyboard shortcuts

1. Open Gmail & .
2. At the top right, click Settings ¢¢3 > See all settings.

3. Scroll to the Keyboard shortcuts section and select Keyboard shortcuts on.

G m a i | ’S S h O r tC u ts 4. At the bottom, click Save Changes.

Note: To see a complete list 4 of keyboard shortcuts, open Gmail [z and press Shift + 2.

Gmaill TlpS 11 Use 38 for Mac or Ctrl for Windows, Chrome OS.
. Write an email Keyboard shortcut
Get way faster with :
Compose (o~
shortcuts. Almost every
Add Cc recipients 38 /Ctrl + Shift + ¢
feature has a shortcut.
Insert a link 38 /Ctrl + k
Compose in a new tab d
Add Bcc recipients 38/Ctrl + Shift + b
Send 38/Ctrl + Enter
Read an email Keyboard shortcut
€ D Experts
Previous message in an open conversation * o)
Mark as read Shift + i



https://www.youtube.com/watch?v=EznIR6zpeXI
https://www.youtube.com/watch?v=EznIR6zpeXI

e Contacts

'— Create contact

Contacts list 3

Gmail Tips #12 >

Access and organize your

contacts list right from

Gmail. .
.+.
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Contacts
Frequently contacted
Directory

Merge and fix

Labels

Create label

Q Search

Name

CONTACTS (1)

° Archie Smith


https://www.youtube.com/watch?v=9RbLE7gT3zM
https://www.youtube.com/watch?v=9RbLE7gT3zM

Mass emaills
Gmail Tips #13

Sending a mail merge with
your own Gmail account is
simple and straightforward
thanks to Mailmeteor.

\
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https://www.youtube.com/watch?v=DpnVMknsW54
https://www.youtube.com/watch?v=DpnVMknsW54

Mail merge with

attachments
Gmail Tips #14

Send invoices, event

Invitations, presentations to

even more people with a
mass mailer solution that
supports attachments.
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v B Exam results
= éxam results - Jessica paf
« exam results - Neil pdf
« exam results - Peter.pdf
= exam results - Sally.pdf
« catalogfbrochure.paf
« cover letter pdf
= event program. paf
~ graduate admissions results. pdf
« nvoice.pdf
= order confignation paf
« wedding plan pdf

Options
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Date Modified

10day at 12.48

Today at 12221 17
Today at 12221 17!
Today at 12221 17!
Today at 12:21 17!
Today a1 12229 17!
10day at 12°21 17!
Today at 12:21 17!
Today R 12221 17!
Today at 12221 17!
Today at 12:21 17!
Today t 12221 17!
Cancel



https://www.youtube.com/watch?v=3BnQVmpm3EI
https://www.youtube.com/watch?v=3BnQVmpm3EI
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https://www.youtube.com/watch?v=CFKWiaYng5w
https://www.youtube.com/watch?v=CFKWiaYng5w
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Thank You!

Corentin BROSSAULT
GDE Europe
@frenchcooc




